\AR-BO-TI Rev.78 T T e

APPLICATION FOR RECORDS RETENTION SCHEDULE Dg::éﬁ.ig:;‘;ﬁ i‘ncc*ﬁ;‘zg'gﬁg g‘;gg’gﬂv

RECORDS MANAG EMENF OIVISION

INSTRUCTIONS: See Publication No. 76—-8M=1 for mstructsons on completing this form. Forward signed or:gmal to

Department of Archives and History, Records Management Dwns:on 330 Capltol Avenue, Atlanta, Georgia, 30334
Attention: Schedulmg Section, ,

 FOR AGENCY USE 1. Agency Address FOR RECORDS MANAGEMENT USE
Application Date - Department of Transportatmn | Application Number
L Office of General Support Serv1ces o M-32.9%
ATy Tre—— 2 Capitol Square . ' '
Appiveat:on N_umber | | Atlanta, Georgia 30334 R ‘ Date Received Date Compiated _
| ; - e AUG 26 1976 | moy 4 g 1978
2. Person to Contact . o ] “Working Title _ Telephona Number

3. Action Requested
a. & Estabusn Retention Schedule; record will continue to accumulate
b. 0O Dispose of present accumulation; no further accumulation antucnpated

c. [ Amend Application No. . Check One: [J Change; [ Supercede: J Void
4. Datas of Series 5. Records Sams Title (followed by - title used in off:ce, if different)
Earliest Latest
1972 g Present Stolen/Lost PrOperty Report File _
6. Division and Oﬁiea-?unction e What is the funct!on of the Dlwsuon and tha Oﬁice in whlch thls record series is created?.

The D1V131on of Administration provides staff support to the Department in the areas of
general accounting, audits and fiscal procedures, equipment control,purchasing, inventory
and warehouse control general files, records management, Department Budget and air travel
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service. -.
7. Record Series Description This file contains the following documents (include form numbers and titles, if any): N
. : _ . Attach samples of the file.
Documents relating to: -&he- reporting & missing property e
" Inciuded are: - "Central Inventory - Records of Lost/Stolen Property" (DOT Form
595); and related correspondence . ~Also included are coding sheets
used in deletlng Property from. the Central Inventory.
File is arranged: - Chronologically -
8. Monthly Reference Rate ' How often are records referred to which are: T _
Ore to six months old 10._,__..__' Seven to twelve months old _____._5____,; Thirteen to twenty-four months old 9._%.,

twenty- -five months and older ..____._._.._?

5 9. Annual F!ate of Accumulation ‘of Record: ) ' T

Latter-size drawers

i,

i Legalsizedrawers _________ : Shelves v Qther (speCify) e e




YES | NO | 10, Questionnaire . {Place an X" in the proper column) I S
| a, Is this the official copy of the series? ' _
X It no:‘whare_usitz 4 : : : . L
X b. Does the series oontam canfudenttal |nformatzon requmng security handimg? !f yes, cite Iaw or rﬂguia{mn
B ¢, Ist tmsawtal record? ““‘___ - ' ' L | e o ;__ T e ]
X | d. Does this series have histarical or fong term resesrch vg!ue? ]
| e. When one or two documents in the file make it necessary to keep the entire file for a long period, could these - -
X | . _documents be scheduled separataly? | ] —
X fll11JlEﬁﬁﬂﬂingnﬁnﬂﬁﬂ_ﬂiﬂlﬂniﬁiEiéﬂﬂjnﬂﬂjhjﬂl__XELAnad1CQDVL | T
X g. !sthe information contained in this series ever anaiyl'zed and/or recorded in 3 summarized report?
If ves. aftach copy, _ Coding sheet is uded in Central Inventory Report Printout !
X h. s thers a duplication of this series in your office, or in another office or agency?
, I ves, where? Partial duplication in cost accounting section. Common Standard applies.
- B SO
.L,liﬂu1ﬂﬂﬂﬁlh£&lﬁ&OLQQLﬁQﬂjﬂﬂiLJE&dﬂT!lﬂEIQﬁHﬂﬂihm__u_w_A . ]
X A Dﬂmum“Lﬁresul.;na_camnut‘mmmutzmg.e“t‘r?} Inventory is.Coded for &uch p? Operty '
11. Retsntion kaquiramants j The fo!lovmg r=qu1r=s tf‘e series o he tc*ag:et '
a. Stat‘ Law _‘__‘n_u_____-___‘;___ﬁ__yba's- ) s ..,,:,.;d AL "'1tpe ad | . : | _.___‘_ L _-4”'\1,&3;3, .
EI:: Statute of hrm*atmn e fu_m._..years. _ '!_e. Adminisn .‘..sfe myred L e ""’]'T‘” e Y 3rY.
& Fadera? law L el i WREFS, - Federal et fotios lastridions et ERR vanrs,
Attach cepy orexceft of hw;or regulamm. Explam admm-str;tm n@d. e S J S L :
Property is either recovered or deleted from invent¥dy within one year. -Coding T - i
sheet deleting item from 1nventory is mamtamed as part of Central Inventory Record ':
for a perlod of three years. TP R T
12. Appmved Di 'mztuon !nmuc:i on; w_fh:: ag:;éu‘;;::;:{r‘;;r:.‘és}ﬁ-atﬂ :h"é"ﬁé"s;"e"..&é = ; T -oﬂ' at, rba erd of each: W.T_:;"_—_ —" T
. L‘J Caqendar Yesr: O F:sca! Year; @ Other __p“,n submlsswn or reuqhe,.,
. -
EZI Hold in 1 the currant files aren M..__ “..mont:—.(s) — L e vrar{s) thm
O Transfar to loeat holdirg ares; held e ayear(s); then
O Transter % Staie Records Cent +; hio! S —yearlsi;thenr .
& Desroy. g . L
-0 Trans‘er to wtate Arcl"m,s for D '«'tratent'on e R I . . ‘

Codtng Sheefs Fale = Cut. off flle at end of each flscal year, hold tn currenf ffles area ;,_f:
- ' 3 years, Then desfroy : = S e w

Thesa instructions apply to ali prior and future accumulations of the series
: Ageni_:z Head/Designes - {Signature) ____Date. Records Maﬁagement Officer ./Signature) T | Date
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(If disapproved, attach letter ; . — R
of explanztion.) : Sz “Grate/Dasignee oy, . BT ;
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